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USF St. Petersburg
Guid e lines for a Successful Faculty Search
All searches will be open and draw from the national/international Research I university
marketplace [Raise the bar] - they will be conducted in accordance with federal and state law,
FBOE guidelines, and the USF Collective Bargaining Agreement. A Search Workshop will be
provided for all Committee Chairs and College Deans.
The hiring process, from beginning of initial review of applicants to final appointment, should
not extend beyond 2 months - except in the case of a search extension. All searches
advertised in the Fall semester must be completed by Spring Break.
ENHANCING FACULTY DIVERSITY WILL BE A PRIORITY
Senior level appointments may be approved where program leadership needs are determined
to be essential.
Take time to PLAN - ensure that position vacancy and selection process is MISSION DRIVEN.
The position cannot be advertised until the FACULTY SEARCH PLAN is approved.
Position Vacancy Announcements must include the following:
a) Position description (full-time, nine-month appointment with an opportunity for
Summer employment, tenure-eligible, rand, college/specialty, salary negotiable,
starting date)
b) Qualifications/preferred qualifications
c) Roles and responsibilities - focus on instructional needs, research/scholarly
d) Brief description of USF, USFSP and College
e) Application process and deadlines:
Submit: Letter of application; curriculum vitae, evidence of scholarly work;
names and contact information for three referees (or three letters of reference)
Include name and contact (e-mail and telephone number) for Search Committee Chair
and consider :
Review of applications wil begin on <XXX> . Applications will be considered until the
position is filled.
f) Standard statement:

# 1 The University of South Florida St. Petersburg is ...
#2 In accordnce with Florida Law, all applications and meetings
regarding this position are open to the public. All positions are
contingent upon funding. USF is an Equal Opportunity/Affirmative
Action employer. For disability accommodations, please contact (72 7)
553-1151/TDD (813) 974-1510 at lease five working days in advance.
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The position vacancy will be advertised in:
The Chronicle of Higher Education (blanket USF St. Petersburg advertisement)
Black Issues in Higher Education (blanket USF St. Petersburg advertisement)
The Times Higher Education Supplement (block USF St. Petersburg advertisement)
Direct mailings to Historically Black Colleges and Universities
Direct mailings to Hispanic institutions
USF University Vacancy Listing System
Note: Individual search committees will be responsible for (a) direct mailings to
discipline-strong programs, (b) advertising in professional journals and listservs,
(c) distributing announcements at regional/national/international academic and
professional ~eetings, and (d) making and documenting direct solicitations
through colleagues.
Search Committee mut have at least five members and must reflect diversity. At least three
members must be faculty from USF St. Petersburg. Others might include USF St. Petersburg
students, USF Tampa faculty, and/or community representatives.
The Search Committee will design and follow clearly defined and mutual ly agreed upon
candidate screening and evaluation processes.
Engage faculty colleagues, staff, students and community partners in the interview/selection
process.
Interviews of finalists (minimum of 3 for each position) will normally extend over 2 days (one
night) and include:
a) Roundtrip economic airfare (reimbursable to cand idate)
b) Airport pickup and dropoff
c) One-night in B&B - TBD
d) Breakfast/Lunch/Dinner with Search Commitee (reimbursable to USF SP host maximum of $150 per candidate)
e) Meeting with Search Committee
f) Meeting with Dean - this will include discussion of employment terms (including
employment eligibility/visa needs if appropriate, research/scholarly productivity
expectations, instructional workload, salary expectations, start-up and computer
needs, relocations, and benefits package).
g) Research presentation to College faculty and students
h) Meeting with AVP Academic Affairs and Vice President/CEO
i) Tour of St. Petersburg with realtor*
j) Accommodate other candidate-specific needs (including schools,
spouse/partner employment opportunities, etc.)
* highly recommended
Only College Deans (and AVP for Academic Affairs/VP/CEO if necessary) will negotiate
employment terms with the selected finalist.
At the time of employment, the Chief Administrative Officer may credit an employee with
tenure-earning service from another institution of higher education, however, such credit shall
be limited to not more than two years of tenure-earning service for an assistant professor, not
more than three years for an associate provessor, and not more than four years for a
professor. All prior SUS tenure-earning service shall be credited toward tenure unless
otherwise agreed at the time of employment. In special circumstances, provision is made for
awarding tenure upon initial appointment (please refer to University Guidelines for Tenure and
Promotion, August 7, 1998, p. 6).
Familiarity with the following USF St. Petersburg Faculty Search Forms is essential:
1. FacY.ltY- Search Approval Checklist
2. Facu lty Vacancy Announcement
httn ·I/wv..rw . stnt.usf.edu/sacs/Facul tySearchGuidelines.htm
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3.
4.
5.
6.
7.

Affirmative Action Form
Affirmative Action Data Summary Form
Faculty Recru itment Worksheet
Faculty Hiring Report
Certificate of Employability

Familiarity with USF Guidelines for Recruitment and Selection of Faculty Members is essential.

USF St. l 1 t!fersburg
USF St. Petersburg- 140 Seventh Avenue South, St. Petersburg Florida 33701-5016 -- 727-553-4USF
Copyright © 2003, University of South Florida- Direct questions or comments about the web site to: www@stpt.usf.edu
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The University of South Florida St. Petersburg
Faculty Search Approval Checklist College: _ _ _ _ _ _ _ _ _ _ _ __

Search Committee Chair: _ _ _ _ __

1. OBTAIN APPROVAL TO INITIATE SEARCH & APPROVAL OF THE SEARCH PLAN.
Position#

Rank

Salary Range

Start-Up Costs

Anticipated Date of Hire

Base Budget

APPROVAL TO INITIATE A SEARCH:

- - - - - - - - - - - - - - - - - - --

AVP Academic Affairs

Date:

Special Conditions:
This will require submission of the follo\\~ng: (a) Position Vacancy Announcement/Job Description; and (b) Faculty Search Planincluding Search Committee composition (and Chair); Place(s) of Advertisement & Source(s) of Recruitment; Diversity Goals (per
EAP); Timetable; Screening Process; Interview Process; Search Conm1ittce Staff

2. PLACEMENT OF ADVERTISEMENT & SUBMISSION TO UNIVERSITY VACANCY LISTING SYSTEMS
HUMAN RESOURCES.
3. CONDUCT RESEARCH:

(a) Complete faculty Recruitment Worksheet, (b) Send Aftim1ative Action Data FonllS to all applicants in
SAE to return to Equal Opportunity Liaison, (c) EOL to complete Aninnative Action Data From Summary

_ 4. APPROVAL OF THE APPLICANT POOL BY THE EQUAL OPPORTUNITY LIAISON.

CERTIFICATION OF THE POOL AJ\TJ) PERNIISSION TO li\'ITIATE A REVIEW OF APPLICANTS:

AVP Academic Affairs

Date:

5. SUBMIT LIST OF THREE FINALISTS TO COLLEGE DEAN.
APPROVAL TO CONDUCT ON-CAMPUS L"JTERVIEWS:
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ College Dean

- - - - - - - - - - - - - - - - - - - - - - --A VP Academic Affairs

Date: - - - - - - - - - -

Date: - - - - - - - - - -

TI1is will require submission of the foi! O\\~ng: (a) Completed Faculty Recruitment Worksheet, (b) Completed Search Committee Evaluation Fonn (c) Certificate
of Employability, (d) Completed Faculty Hiring Report, (e) Credentials of Finalists [including Letter of Application, CV, at least three confidential letters of
reference, sample{s) of published work]

6. COLLEGE DIRECTOR/SEARCH COMMITTEE CHAIR PRESENT RECOMMENDATION.

PERiVIISSION FOR THE AVP ACADEMIC AFFAIRS TO MAKE AN OFFER A.i'ID PROCEED WITH HIRii'IG:
- - - - - - - - - - - - - - - - - - - - - - - - College Dean

Date: - - - - - - - - - --

- - - - - - - - - - - - - - - - - - - - - - - - AVP Academic Affairs Date: - - - - - - - - -- -

7. ALL APPROVALS SECURED- PROCESS fiRING PAPRES WITH HUMAl~ RESOURCES Ai\TJ) NOTIFY ALL
OF DECISION.

APPLICAl~TS

All search documents must be retained by the College for three (3) years from the date of selection.

UNIVERSITY OF SOUTH FLORIDA ST. PETERSBURG
FACULTY VACANCY ANNOUNCEMENT
CHECK HERE [ ] IF IT IS A READVERTISEMENT.
XX
(1)

Tampa

- - - --

(2)

Position No:

(3)

Position Class/Rank:

(4)

(5)

AVP Area:

(6)

(7)

Department:

(9)

Grant:

(11)

Tenure-Earning:

(13)

Salary for
$
Contract Period : ---'-- - --

- - - --

Lakeland

OR

Academic Affairs

Yes

(8)

(1 0) Appt. Type: _

No

Yes

(12)

No

(1 5)

- -- -

College: _ _ _ _ _ __ _ _ _ __

GEMS Dept ID: - - - --

_ Regular _

Contract Months:

(or) _$.:..._____ _ _ _ __

Research _

---

Min.

to

_ $.:.____ _ _ _ _ _ Max.

(or} Negotiable

- - - - -- -

No

Campus Phone
Bldg/Room

Unit Website Address:

Email Addres s:

University of South Florida St. Petersburg, 140 Seventh Avenue South, St. Petersburg, FL 33701
(17)

Will ABDs be considered?

Yes (state conditions in Item (18}} .

No

(18)
Minimum Qualification s and Preferred Qu alifications: (use additional page if necessary)
Minimum Qualifications:

Preferred Qualifications:

Application Process:

Rev. 10/0l sls

Visiting

--

Applicants should apply to:
Name

- -- - -

Clinical

(Grant/contract positions only}. Would you like to advertise this position continuously?
_ __ Yes (see instructions)

(1 6)

FTE:

_ _ _ __ _ _ _ (or) Open Until Filled:
Review of applications begins (date):

Application Deadline:

St. Pete

- - - --

Tracking No:

(or} _$
.:___ _ _ _ Min . to Negotiable

(14)

-----

Sarasota

Exhibit #7 (10-06-99)

confidential
AFFIRMATIVE ACTION DATA FORM
The following infmmation is needed for evaluation of recmitment programs, monitoring, and reporting
only according to Federal Executive Order 11246, the Veterans= Readjustment Act, the Vocational
Rehabilitation Act, and State ofFlorida non-discrimination regulations. Your response is voluntaJy.
Refusal to respond will not subject you to adverse treatment in employment consideration.

Section I. (Please Check appropriate boxes)
RACE/ETH.t"JICITY

SEX

- - Male

- - American Indian/

- - Female

- - Asian/Pacific Islander

_ _ Hispanic

Alaskan Native

_ _ White (non-Hispanic)

_ _ Black (non-Hispanic)

Section II.
(1) _

Veteran of the Vietnam Era; (2) _

Veteran with a Disability; (3) _

Section III.
NAl~E --------~~~----------
PRINT

Individual with a Disability

DATE

TITLE OF POSITION APPLIED FOR - - - - - - - - -- -- -- - - - - - POSITION#_ _ _ _ OR TRACKING#_ _ __ _ __

Al"'"D

DEPARTMENT/COLLEGE WHERE POSITION IS LOCATED _ _ _ _ _ _ _ __ _ _ _ _ __
HOW DID YOU BECOME A WARE OF THE POSITION? - - - - - - - - - --

----

IF THROUGH NEWSPAPERS, PERIODICALS, OTHER MEDIA, PLEASE PROVIDE NAl~ES OF THEM:

These data are maintained and rep011ed to appropriate federal and state agencies by the Office of
Equal Opp011unity Affairs. For additional information, call (813) 974-4373.

PLEASE RETURN THIS FORNI IN THE ATTACHED BUSINESS-REPLY ENVELOPE
We would very much appreciate a response within seven (7) business davs.

Exhibit9Worksheetl 0-6-99
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Exhibit #9 (10-6-99)

FACULTY
RECRUITMENT WORKSHEET
(To Be Completed By Hiring Authority Or Search Committee)

Position/Tracking #: _ _ _Title:_ _ _ _ _ _ _College/Division/Department: _ _ _ _ _ _ __
1

2

3

Qualified ?

lnterviewed?
YIN

Disposition

Applicant(s) Name

~I

01

II

~I

EJI

~I

fll
CJI

~I
~I

[:]

II

II

I

I
I
lc=JI
lc=JI
lc=JI
lc=JI
lc=JI
lc=JI
I

4

-

Comments

-

Code

LEGEND

II

II

ID

IDO
IDO
IDD
IDO
IDO
IDD
IDD
IDD
IDD

IITJ

Column #1 (Qualified?):
DNQ= docs not qualify
MQ= Meets minimum
qualifications

Column #3 (Disposition
Code):
00 Eliminated
from
consideration
1.
2.

3.

Withdrew
Remains active
applicant
1st, 2nd or 3rd
choice

Equal Opportunity Lia ison: (Name) .............. .. ............... (Signature) ........ .................. ... (Date) .......... ... (Phone#) ........ ..
Ch air of Search Committee: (Name) ............ .. ............... . (Signature) ...................... ..... . (Date) .............. (Phone #) .......... .

httn·//isis2.admin.usf.edu/EOA/HOME-PAGE/Exhibit9Worksheet10-6-99.htm
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Exhibit #I Oa (9-14-99)

UNIVERSITY OF SOUTH FLORIDA
Office of Equal Opportunity Affairs
FACULTY HIRING REPORT
SECTION 1:
(a) Position Classification (include Administrative Classification if applicable) - - - - -- - - - (b) Department_ __ _ _ _ _ _ _ __ __ _

; (g) Position Number_ _ _ _ _ _ __

(c) GEMS Department# _ _ _ _ _ _ __ _ _ __ ; (h) Advettised Salaty or Range _ _ _ __
(d) Vice Presidential Area__ _ _ _ _ _ _ _ _ _ _; (i) Final Salaty to be Offered_ _ _ __ __
(e) Tenured upon appointment: []Yes; []No; .......... ... ........; U) Anticipated Slatting Date_ _ _ _ __

(f) Tenure Earning: []Yes; []No

SECTION2:
a.

b.

Hiring de partment is responsible for verification of credentials of faculty applicants.
Selected Candidate(s);

lst Choice: (Name) .... . ............ . ... ... .. .. ... ..... ..... . ............ Race!Ethnicity: ............ .. ....... . .. .. Sex:

2nd Choice: (Name) .......... .. .. . .... .. ...... ... ... ..... . .. . ...... .... .. Race/Ethn icity: ........... . .............. Sex:

3rd Choice: (Name) ......... .. .. ... .. ....... .... ..... . . .. ..... ........ .. . Race/Ethnicity: .. ........................ Sex:

..............
If selected candidate declines th e offer, individuals listed as 2nd & 3rd choices must be considered in the order listed.

SECTION3:
CERTIFICATION OF COMPLIANCE
Based on the information included in this report, I cettify that this search was conducted within the framework of the
Recruitment and Selection Guidelines of the University.
Equal Opportunity Liaison : (Name) . .. ............ ........... (Signature) ....................... (Date) ... .. .. . ..... .
Phone ....... .
Accountable Officer: (Name) .......... ........ ..... ... .. .... .. (Signature) ........................(Date) .... ..... ...... .
Phone .....
ProvostNP/ or designee: (Name) ............... ... .. ....... (Signature) ........................ (Date) ............. .
Phone .. .. .. ..
hltn· //i ~is2 .admin.usf.edu/EOA/HOME-PAGE/ExhibitlOaHiringReportl0-12-99.htm
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PLEASE ATTACH THE FOLLOWING ITEMS TO THIS REPORT:
(I) Search Plan (with any amendments); (2) Affirmative Action Data Summary (Exhibit #8); (3) Recruitment
Worksheet (Exhibit #9); (4) Application/ Resume and Certification of Employability of selected candidate; and (5)
Copies of illl advertisements.

USF IS AN EQUAL OPPORTUNITY/EQUAL ACCESS/AFFIRMATIVE ACTION INSTITUTION
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APPLICANTS FOR FACULTY POSITIONS
CERTIFICATION OF EMPLOYABILITY
PLEASE PRINT OR TYPE- USE BLACK OR BLUE INK ONLY

PERSONAL INFORMATION
First Name ............................................... Last Name ............................... ...... ..... .
Social Security Number ............ .. ............. Middle Initial ........ .
Street Address ......... ............ ................................................. City ...................... .... ...... .
State......... .... Zip Code ............ .... Work Phone (... ) ................ Home Phone (... ) ........... .

Only U.S. citizens or aliens who have a legal right to work in the U.S. are eligible for employment. Others are prohibited
from employment by Federal law.
Are you presently authorized to work in the U.S.? .................................. ................................. .
Federal law requires proof of your authorization. You will be asked to provide proof of your identity and employment
eligibility no later than three days after employment.

Yes_No

Do you currently work or have you ever worked for USF, or any institute or direct-support
organization of USF? .......... ...................................... .............. .... ................... ........ ........ .
If so, when, where, and under what name(s)? ........................................... .

Yes

No

Yes

No

Yes

No

Do you currently work or have you ever worked for, another university in Florida's
State University System or for a state agency in Florida? .................................. ............... ...... ..
If yes, when and which university or agency?
Dates .............. .(Agency) .... ....... .. ........................... .

Do you have any relative(s) employed by USF? .....................................................................
If yes, list their names: ........................................................................... .

Are you a veteran of the U.S. military? ....................................... ........................................ ..
If yes, list your dates of active duty and discharge date:

_Yes

No

From .............. To .......... .... Discharge Date .......... .
Did you receive a dishonorable discharge from the military • ? ........................................... ..
Yes

No

Criminal Conviction Information:
Have you been convicted of, pleaded no contest to, or had an adjudication of guilt withheld for a felony or first-degree
misdemeanor? ..................... ..... .... ..................... .. .. ..
Yes _ No
Have you ever been convicted in Florida of a felony committed after September 1990 for selling or trafficking in, or
conspiracy to sell or traffic in, a controlled substance? .................................... .

Yes _ No.

If you answered "yes" to this question, before you can be employed at USF, Florida law requires proof that you have
completed all imprisonment sentences and/or supervisory/probationary sanctions imposed by the court, Parole
Commission or by law. The hiring department will ask you to provide this proof if you are hired.

Have you ever been censured/disciplined or found to be in violation of ethical standards by a professional
organization?.. .... ........... ....... ............... ..... .... .... ...... ............... ... ...... ...... ..... ... .
If you answered "yes" to any of the above questions, list the date, offense and describe the circumstances.* In cases of
criminal charges, list the specific charge. Use additional paper if necessary.
Date: ........ ......... .. ............................. ........................ .
Yes
Offense: ......... .................. ................................. ........ .
City/State in which convicted:_ __ _ _ _ _ __ _ _
Judgment, including probation:............ ............ .............. ..

• Answering "yes" will not necessarily bar you from employment. Each case will be judged on its own merit with
respect to time, circumstances, seriousness and the type of position.
CERTIFICATION, AUTHORIZATION AND SIGNATURE
I hereby consent to the release of any information maintained about me by all previous employers, educational
institutions, law enforcement authorities, licensing boards or any other entity, agency, or individual which the University
may contact to secure references or records. I hereby authorize the University to release information concerning my
employment to any prospective employer or others seeking to verify my employment from USF. I hereby release the
University from all liability for any truthful statement made by any employee, agent or official of the University, authorized
by Human Resources, which is made to any prospective employer and waive any claim that might arise from any such
statement. I consent to the use of my social security number for University business. I certify that the statements I made
are true and complete to the best of my knowledge. I further understand that any false statements or omissions made on
this application or supplement may be grounds for immediate discharge or for removal from consideration of
employment.
Signature ......... ... .............. ......... .... ..... ..... Date ............ ........... .

Revised 10/99
COMPLETE THIS FORM AND RETURN IT DIRECTLY TO THE DEPARTMENT IN WHICH YOU ARE APPLYING FOR A
FACULTY POSITION.

No

